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1. POLICY STATEMENT

UMEDA acknowledges that circumstances (such as death, resignation, leave, etc) that
require from time to time that employees be required to act in a higher position may arise.
The CEO must evaluate the situation timeously and decide if acting in a certain position is
really needed according to the criteria in this document.

2. PURPOSE

The purpose of this policy is to ensure continuity of operations in the Agency is maintained
during in the absence of the incumbent; to promote on-the-job experience and exposure to
other employees; to provide guidelines for the handling of acting arrangements in various
positions within the Agency; to provide for acting allowances where employees act in a higher
position according to certain criteria.

3. DEFINITIONS

e Acting: For purposes of this policy acting is defined as when an
employee on a lower grade takes full responsibility as well as
accountability for a higher graded position. In other words, the
person who acts must occupy the higher position completely. If
a person does not take full accountability of a higher position, it
must be seen as a learning experience for career development
to attend to certain functions of a higher position.

+ Short-term acting: Short-term acting is defined as acting in a position where the
incumbent of the higher position is absent from duty due to
leave and is only needed for a period of one month or less.

e Long-term acting: Long-term acting is defined as acting in a vacant position but is
limited to six consecutive months. The CEQ may however
approve the payment of acting allowance for a period longer
than six months, provided such acting shall not create a right or
a legitimate expectation to be appointed into the position when
the vacant post is advertised.




All acting shall be subject to budget availability and shall be approved by the CEO or
Board (in the case of CEO position acting) in consultation with the Human Resource
Department/ HR Committee.

4. REFERENCE

Leave and Remuneration Policies and Audit requirements as per MFMA.
5. CONDITIONS OF PAYMENT

No acting allowance shall be paid for acting that is less than one full month.

The acting allowance will be a non-pensionable amount payable being the difference
between the current salary of the employee acting and the minimum notch of the basic salary
scale pertaining to the post in which the employee is acting or 10.5% of basic salary to the
post in which the employee is acting — whichever is greater.

6. CRITERIA

Before a decision to allow for any employee to act in a position, the following key criteria
should be taken in consideration:

(a) Critical position, where the functioning of the organisation may be adversely affected
by the absence of an incumbent in the position.

(b) Decision-making, absence of a knowledgeable person in the position may affect
service delivery and circumstances are such that it will be difficult to direct the
decision-making to another employee, or a more senior position.

(c) Temporary employment, the position is such that there are no available resources to
appoint on a temporary contract or capacity.

(d) Distribution of work, the workload of the position can not be split and distributed to
different employees.

7. POLICY REVIEW
This policy will be reviewed as and when the need arises.
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